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Objectives 

■ Define types of work-related communication 

■ Describe the pros and cons of using social 
media for work-related communication 

■ Analyze optimal and suboptimal examples of 
written communication 

■ Critique examples of written professional 
correspondence and technical impressions 
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The good 

■ Can be edited and revised 

■ A permanent record 

■ More time to review and 
understand 


The “not so good” 

■ No immediate feedback 

■ Takes more time to compose 

■ A permanent record 
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Email Communication 

■ Not as formal as memo or 
report but more formal than 
texting 



Their is a new attendance policy for all staff. It's 
attached to the email. A copy will be placed in your 
hr manual. Your expected to review as their are 
changes. Everyone has a new record for there 
attendance. Also, the committee on worker safety 
are about to announce it's decision, everyone will 
be given their own personal copy of the 
committee's report. If their are any questions', feel 
free to contact me or hr 
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Text Messaging 


■ Shouldn’t text in professional 
setting 

■ Need formal documentation of ideas 



Improve your writing 

“E-mail is a party to 
which English teachers 
have not been 
invited... People just 
let their thoughts drool 
out onto the screen." 

R. Craig Hogan, 
Owner of online school for business 
writing 
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What do you see wrong? 

■ Split into groups of three 

■ Work quickly—we’ll give you about a 
minute 

■ Make a list of errors in the following emails 

■ There may be more than one error 


From: Smith, Beth (HSC) 

To: DiGiacinto, Dora D. (HSC) 

Subject: Re: Student Intern 

Bill and Fred had a question when I was working today regarding my 
competencies and when I would technically be considered ready to 
complete them. I was unsure if I was already good to start completing 
them or if I needed to wait until next semester? 


From: DiGiacinto, Dora D. (HSC) 

To: Smith, Beth (HSC) 

Subject: Student Intern 

Hello 

If you are interested in being a student intern for SDMS next year, 
please fill out the application and return it to Prof White so he can sign 
it. It’s a lot of fun and looks good on your resume! Thanks, Prof D 

Dora DiGiacinto M.Ed., RDMS, RDCS 
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From: Smith, Beth (HSC) 

To: DiGiacinto, Dora D. (HSC) 

Subject: Re: Student Intern 

Introduction 

Bill and Fred had a question when I was working today regarding my 
competencies and when I would technically be considered ready to 
complete them. I was unsure if I was already good to start completing 
them or if I needed to wait until next semester? Signature 


From: DiGiacinto, Dora D. (HSC) 

To: Smith, Beth (HSC) 

Subject: Student Intern 

Hello 

If you are interested in being a student intern for SDMS next year, 
please fill out the application and return it to Prof White so he can sign 
it. It’s a lot of fun and looks good on your resume! Thanks, Prof D 

Dora DiGiacinto M.Ed., RDMS, RDCS 


Best Practices 

1. Use meaningful subjects lines 

2. Start a new thread for a new topic 

3. Include a greeting to set tone 


Copyright © 2015. Society of Diagnostic 
Medical Sonography, Plano, TX 


9 





SDMS Annual Conference, October 1-4, 
2015, Dallas, TX 


no prob :) 


From: DiGiacinto, Dora D. (HSC) 

To:Smith, Beth (HSC) 

Subject: OB assignment and clinic issue 
Hi Beth, 

Thank you for submitting the assignment. Yes, we can talk at noon 
tomorrow in my office. See you then! Prof D 


From: Smith, Beth (HSC) 

To: DiGiacinto, Dora D. (HSC) 

Subject: clinic issue 
Hello 

here is that assignment you asked for and I have another problem that 
started at clinic last week and it just seems to getting worse and worse 
and I don't know how to handle it or if I even need to worry about it but 
it but it is regarding one of the sonographers and I am worried that it 
might affect my evaluation, can we talk in your office tomorrow. Beth 


no prob :) 


From: DiGiacinto, Dora D. (HSC) 

To:Smith, Beth (HSC) 

Subject: OB assignment and clinic issue 
Hi Beth, 

Thank you for submitting the assignment. Yes, we can talk at noon 
tomorrow in my office. See you then! Prof D 


From: Smith, Beth (HSC) 

To: DiGiacinto, Dora D. (HSC) 

Subject: clinic issue 
Hello 

here is that assignment you asked for and I have another problem that 
started at clinic last week and it just seems to getting worse and worse 
and I don't know how to handle it or if I even need to worry about it but 
it but it is regarding one of the sonographers and I am worried that it 
might affect my evaluation, can we talk in your office tomorrow. Beth 
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Best Practices 

1. Use proper grammar and spelling 

~ don’t treat email like spoken language 

2. Be concise and to the point 

3. Once drafted, reread 
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From: Smith, Beth (HSC) 

To: DiGiacinto, Dora (HSC) 

Subject: Introduction Quiz #2 

Digiacinto, 

Question #1 on the Introduction Quiz seemed to be word from word out 
of the book, but it counted my answer incorrect. I believe MY answer is 
correct. It gave me .01 points for it, so I am suspecting this is an error 
instead of giving credit for 1.0 points. Please double-check this. 

Thanks for your time, 

Beth Smith 
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From: Smith, Beth (HSC) 

To: DiGiacinto, Dora (HSC) 

Subject: Introduction Quiz #2 

Digiacinto 

Question #1 on the Introduction Quiz seemed to be word from word out 
of the book, but it counted my answer incorrect. I believe MY answer is 
correct. It gave me .01 points for it, so I am suspecting this is an error 
instead of giving credit for 1.0 points. Please double-check this. 

Thanks for your time, 

Beth Smith 


Best Practices 

1. Address the receiver properly - no 
shorthand 

2. Avoid using upper case 

~ * can substitute for *emphasis* 

3. Take care in how you word your 
thoughts 

~ Err on the side of being too kind 
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From: Smith, Beth (HSC) 

Sent: Tuesday, June 02, 2015 2:25 AM 
To: DiGiacinto, Dora D. (HSC) 

Subject: need to meet with you 
Hello 

I know you like everything done by the book and to pre-schedule meetings 
when they are about grades so I don't expect we can meet tomorrow 
because that is too short of notice but I hope we can. I just wanted to 
apologize that I have to bump this all on you and that you have to be the 
unfortunate professor that has to deal with me. I am going to have to adjust 
and learn to deal with and accept things the way they are in this program 
because I know it is how it will be in my future job whether I like it or not 
and whether I understand it or not. I would be better if I were making better 
grades but right now. I'm just not balancing school and family issues well at 
the moment. Again, I'll try my best to deal with things better. I need to learn 
to do that better...plain and simple. I am not use to making Bs and Cs in 
class and sometimes struggling to get Cs so it is just really wearing on me. 

I would like to talk with you about my options of what happens if I don't pass 
this class. Thanks Beth 

Sent from my iPhone please excuse any autocorrections 


From: Smith, Beth (HSC) 

Sent: Tuesday, June 02, 2015 2:25 AM 
To: DiGiacinto, Dora D. (HSC) 

Subject: need to meet with you 
Hello 

I know you like everything done by the book and to pre-schedule meetings 
when they are about grades so I don't expect we can meet tomorrow 
because that is too short of notice but I hope we can. I just wanted to 
apologize that I have to bump this all on you and that you have to be the 
unfortunate professor that has to deal with me. I am going to have to adjust 
and learn to deal with and accept things the way they are in this program 
because I know it is how it will be in my future job whether I like it or not 
and whether I understand it or not. I would be better if I were making better 
grades but right now. I'm just not balancing school and family issues well at 
the moment. Again, I'll try my best to deal with things better. I need to learn 
to do that better...plain and simple. I am not use to making Bs and Cs in 
class and sometimes struggling to get Cs so it is just really wearing 
on me. I would like to talk with you about my options of what happens if I 
don't pass this class. Thanks Beth 

Sent from my iPhone please excuse any autocorrections 
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Best Practices 

1. Don’t communicate in the heat of 
the moment 

2. Size matters 

3. Make allowances for people who 
work on email at certain times of 
the day/week 
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Technical Reports 
Preliminary Reports 

■ Always use medical terminology 

■ Be concise, detailed and relevant 

■ Use correct grammar and spelling 

■ More formal than spoken language 


What do you see wrong? 

■ Split into groups of three 

■ Work quickly—we’ll give you about a 
minute 

■ Make a list of faults in the following 
sonographer impression sheets 
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EXAMPLE THREE 



NEG 

POSmVE/COMMENT 

Liver 


n Fatty □ Coarse 

IX.Ductal Dilatation -s S/n a ,yvF If-. 

Spleen 

X 

□ Splenomegaly cm 

Doppler 

</v 


GB 


□ Remowed JIS Stones nnJdptv sn> 

□ Sludge □ Polyp mm 

CHD 


It 5 mm C#C> 

Pancreas 


id Not Well Seen Due , 

To Overlying Bowel Gas 7 logf A<Mr 

Kidney Right 


°LTLm 7 

Kidney Left 

X 

ULlm 

Aorta 

X 


IVC 

Ascites 

X 


X 


Other 


fret) >f {><>** A-. la*-, Ofpecn ze-c cbf 



-EXAMPI F THRFF — 



NEG 

POSITIVE/COMMENT 

Liver 


S2.SSKOL1 ow IIP 

Spleen 

X 

D Splenomegaly cm 

Doppler 

i/v 


GB 


□ Removed JSStones noJppt i sn 

□ Sludge □ Polyp. 

CHD 


It 5 mm C0O ‘I 

Pancreas 


i!) Not Well Seen Due , 

To Overlying Bowel Gas 7 logf A^r 

Kidney Right 


dm 7 tchoienU 

Kidney Left 

X 

ULAm ijj LI , JLllllllll |tiu ^ ' 

Aorta 

X 

symbols - could 

IVC 

Ascites 

X 

X 

lead to errors 

Other 


fife/) if 111-, la*-, (iffctK Ze-c cbf 


Copyright © 2015. Society of Diagnostic 
Medical Sonography, Plano, TX 


19 




























































SDMS Annual Conference, October 1-4, 
2015, Dallas, TX 



EXAMPLE FOUR 
FOLLOW UP 



TRANSLATION: 

Gallbladder normal. 

.J It looked small, but maybe because I 
^ couldn't turn her. Kidney also small. 
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EXAMPLE FIVE 


ABDOMEN: There was a possible 
suggestion of fluid that could be seen when 
the pt was decub but only left not rt. Both 
kidneys normal. Spleen obscured but WNL. 
Relatives complicated exam. No evidence 
of GS but calcium. Overall impression: 
Normal. 



EXAMPLE FIVE 
FOLLOW UP^ 


ABDOMEN: 

sugges +: 

the pt v 

kidneys 

Relatives 

of GS but - 

Normal. 


when 
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Sonographers SALTeD 

■ S - Size 

■ S - Shape 

■ A - Acoustic characteristics 

■ L - Location 

■ T - Transonicity 

■ D - Doppler 

■ All these components should be reported 


Echo Reports 

■ Systolic function/wall motion 

■ Wall measurements 

■ Chamber size 

■ Valve disease 

■ Heart pressures 

■ Diastolic function 

■ Effusion 

■ Incidental findings 


Copyright © 2015. Society of Diagnostic 
Medical Sonography, Plano, TX 


22 




SDMS Annual Conference, October 1-4, 
2015, Dallas, TX 



Unique Features of Social Media 

■ Searchability 

■ Nothing is secure 

■ Replicability 

■ Over confident in 


security settings 

■ Invisible Audiences 

■ Perception that 

■ Persistence 

general information 
doesn’t need to be 


secure 


mrs-is-a-very-bad-hotd 
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Professional vs Personal 
Persona 

■ Payne v. Barrow 
County School District 

■ Vacation photo 

■ No students (current or 
past), or parents as 
friends 

■ Highest privacy 
settings 

■ Professions with . 700 vacation photos, 

Morality Clauses 1 0 with alcohol 
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PHI Identifiers 


1. Names; 

2. Geographic information; 

3. Dates (e.g. birth date, 
admission date, discharge 
date, date of death); 

4. Telephone numbers; 

5. Fax numbers; 

e. E-mail addresses; 

7. Social Security numbers; 

a. Medical record numbers; 

9. Health plan beneficiary 
numbers; 

10. Account numbers; 

11. Certificate/license numbers; 


12. Vehicle identifiers and serial 
numbers, including license 
plate numbers; 

13. Device identifiers and serial 
numbers; 

14. URLs; 

is. IP address numbers; 

16. Biometric identifiers (e.g. 
finger and voice prints); 

17. Full-face photographic images 
and any comparable images; 
and 

is. Other unique identifying 
numbers, characteristics, or 
codes. 


Yes or No 

■ A student wanted to remember the 3-year-old 
patient she had been caring for who was at a 
children’s hospital. 

■ She took a photo of him, with his room number 
visible. 

■ She posted the photo on her members only 
Facebook® wall and wrote about how brave he 
was and how proud she was to be a student. 
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Yes 

■ The student did not realize that others can 
forward posts even in private settings 

■ In this case, someone copied and forwarded the 
information to a nurse at the hospital who then 
contacted her supervisor 

■ The student was expelled from the program and 
the program was not allowed to send students 
the children’s hospital 


Yes or No 

■ Mary posts: “I just met a famous football 
player! Such a nice guy! And not bad on 
eyes! 

■ Later she responds to friend comment: 
“He came in for a broken arm” 
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Yes 

■ Mary’s profile says she is a RN working at 
orthopedics dept in X hospital in 
Cincinnati, Ohio 


■ Under HIPAA, patient information is really safe to use 
only when it is stripped of all 18 identifiers . Particularly 
in small communities, any innocent comment about a 
patient may help others identify the subject of the post 


Yes or No 

■ Two employees took photographs of a 
patient’s x-rays without a name visible 

■ At least one of them posted it to her 
private FB page and had discussions 
about the x-ray 
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Yes 

■ The local Sherriff and FBI investigated 

■ Both fired 

■ Posting your personal information + limited 
patient information can be combined to 
show PHI. In this case, the x-ray was 
unique along with the hospital name on 
the employee profile. 


Yes or No 

■ Employee 1 posts picture of person from 
back 

■ Employee 2 posts “OMG. is that TB?” 

■ Other employees posted other comments 
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Yes for some 


■ Comments were assessed and those who 
posted and felt to be in violation of PHI 
were fired 


Yes or No 

■ When leaving work (off duty) 

■ Employee took a picture of an attractive 
female from the back and posted it with 
“I like what I like” 
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Maybe not but.... 

■ Employee fired 

■ Everyone who “liked it” 

■ Registrar, PA, ED Dr 


Yes or No 

■ Nurse posts empty ER room 

■ Following a man hit by a subway train 

■ Posted it with “moving and impactful” 
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No but Fired 

■ Hospital states nurse didn’t violate HIPAA 

■ Posting considered insensitive 


Yes or No 

■ Physician 1 posts that he has a patient 
who is lazy and ignorant because she 
couldn’t figure out how to monitor her 
blood sugar 

■ Physician 2 posts “I have a patient who 
has chosen to either no-show or be late to 
all her prenatal visits. She is now three 
hours late for her induction. May I show up 
late for her delivery?” 
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Both Fired 

■ Physician 2 commented later that she had 
to put up with behavior because patient had 
a previous stillborn 

■ So Yes - HIPAA Violation 

■ The thing about social media is that it’s social. We use it to 
connect to one another, and once we start saying that we 
can’t complain about our crappy days...we’re denying 
ourselves the human experience. Like it or not, social 
networks are the new water cooler. 


Conclusion 


You Are 
What you 
Write and 
What you 
\ Post 


You Control Your 
Written Footprint 


JVhat you write 
is Permanent 
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